
 

Job Announcement 
Opera0ons Manager 

Over the last 22 years, Growing Gardens has brought gardening, nutri7on educa7on and 
produce dona7ons to over 162,000 Boulder County residents. 

We offer a variety of programs to get people of all ages, backgrounds, income levels, and abili7es 
involved in growing and cooking their own food. These educa7onal opportuni7es are paired with 
seed, plant start, and produce dona7ons, as well as gardening space, to impart greater food 
security and hunger relief in our community. 

The Growing Gardens Opera7ons Manager plays an important role in developing, implemen7ng 
and reviewing opera7onal policies and procedures.  The Opera7ons Manager oversees the 
management of our Community Gardens program and financial systems and processes.  The 
Opera7ons Manager works with other staff to manage our registra7on system and database and 
provide high quality programs for the community. 

Job Title: Opera7ons Manager 
Job Status: Salaried posi7on is an average of 40 hours a week (hours do change seasonally and 
can go up to 45+ hours before events) 
Reports to: Execu7ve Director 
Pay: $44,000- $51,000 annually, depending on experience 

Benefits: Generous benefits policy (health insurance, PTO and re7rement benefits available) 

The experience we offer: 
● The opportunity to pair your work with your passion and to have a real impact in 

affec7ng posi7ve change in our community. 
● Professional development opportuni7es 
● Suppor7ve organiza7onal culture where you have independence and room to be 

crea7ve. 
● The chance to be part of a thriving team culture where successes are celebrated 

together and coworkers enthusias7cally share knowledge and support. 
● A beau7ful loca7on: our office is on an urban farm in Boulder, Colorado.   

Preferred Weekly Schedule: Monday – Friday, weekends and evenings as needed based on 
events. 
Preferred Start Date: Flexible between July 21 and Sept 1, 2021 

Qualified applicants will be interviewed star7ng July 7 un7l the posi7on is filled. 



Candidates from minority or marginalized groups or with mul7cultural backgrounds or 
experience are especially encouraged to apply. Growing Gardens is dedicated to the 
principles of equal employment opportunity. We ac7vely foster an environment that is free 
of racism, discrimina7on, bias, and harassment; where all individuals are treated with dignity, 
safety and respect.  

TO APPLY: 
No phone calls please. Email your resume, cover leOer, and contact informa0on for three 
references with “Opera7ons Manager Applica7on” in the email subject line to:  
info@GrowingGardens.org.  We strongly encourage you to submit 2 leOers of reference, as 
well, with your applica0on materials.  

Overview of Opera0ons Manager Job Responsibili0es: 

The Opera7ons Manager oversees business opera7onal systems, processes, and infrastructure 
while looking for opportuni7es for improvement or revision. 

● Manages the Community Garden Program (40% of posi7on) 
● Effec7vely manages Opera7ons Coordinator, interns and volunteers (20% of posi7on) 
● Manages day to day financial transac7ons of the organiza7on  (15% of posi7on) 
● Collaborates with other team members to ensure seamless business execu7on, reinforce 

posi7ve morale, and uphold organiza7on values (10%) 
● Maintains all business licenses, insurance policies and other required business 

paperwork (5%) 
● Establishes and maintains credible, professional rela7onships with clients, par7cipants, 

and external vendors (5%) 
● Supports IT systems within the organiza7on (5%) 

Opera0ons Manager Qualifica0ons and Required Skills: 
● 3 years’ experience in Opera7ons Management  
● 2 years’ experience  in general finance and budge7ng, familiarity with QuickBooks is 

preferred 
● Excellent communica7on and conflict resolu7ons skills 
● Excellent computer skills over a wide variety of plajorms 
● Excellent accuracy and aken7on to detail and ability to meet deadlines 
● Ability to organize and priori7ze short and long term tasks and projects in a fast paced 

environment 
● Ability to work independently as well as collabora7vely with a small staff 
● Good decision-making skills and response to high-pressure situa7ons 
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